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1. PURPOSE. To provide policy guidance and procedural instructions
For granting Quality Increases and Cash Awards.

2. REFERENCES.

FPM Chapter 451,

HEW Manual Chapter 531-5. _ .

Chapter 11, Guide 2, HEW Personnel Cuides for Supervisors -
erfornmance Requirenent & . .

Chapter V, Quide 4, HEW Personnel Quides for Supervisors -
erformance Eval uati on.

3

3. POLICY. Mke positive use of the authority to grant increases
and cash awards for sustained high quality and superior performance,
and for special acts and services in accordance wth regulations
prescribed by the Gvil Service Conm ssion.

Provide safeguards for reasonable consistency and fairness. Avoid
granting increases where performance is not clearly of a high

qual ity substantially above that ordinarily found in the type of
position concerned.

4, RESPONS| BI LI TI ES.

A Recommendations for Quality Increases and Cash Awards will
normal |y be made by the immediate supervisor who has know edge
of the enployee's work acconplishnents. In sone cases,
however, particularly in Cash Awards for special acts or
services, the recommendation may be initiated by an official
who has know edge of the special act or service.
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The Area or Program Personnel COfficer, and Admnistrative Oficer,,
Headquarters, providing guidance, etc., is responsible for
reviewi ng, coordinating and processing all recomendations, as
wel | as ‘maintaining appropriate controls and submssion of
program reports.

The Headquarters Incentive Awards Commttee and the Area or
Program [ncentive Awards Commttees wll review reconmendations
to assure reasonable consistency with established policies

and fairness of consideration. ~The Conmittees recommend action
that may be taken by the Approving Oficer. The approval or
rejection of Q.Jalltl_tfS Increases and Cash Awards has been delegated
%'y the Director, IHS to the Deputy Director and Area and Program

rectors.

FPM ChaFter 451, Incentive Awards, updated 5/21/76, sugfgests .
the followng certification by recommending officials of quality
I ncreases:

(Name of NomineeO's position description and the performance

standards for the [[)o$|t|on were thoroughly reviewed prior to
the submssion of this recommendation. | certify that the

enpl oyee' s performance of all of the inportant job elements
substantially exceeds nornmal requirenments, that the remainder
of the performance exceeds nornal requirenents, and that such
Perforr_rance in this position shows promse of continui n? at
his high level performance in the tuture. Therefore,
recoomend (Name) for a quality increase.

recommending Uticlal Dat e
and Title

5 CRTERA FOR QUALITY | NCREASES.

A

Performance of the nost inportant functions of the job at a
| evel that substantialTy €XCEedS normal requirements sSo tnat
overalT work performance 1s highly effective.

The enpl oyee's hi ?h.degree of effectiveness has been sustained
to the extent that it may be considered characteristic of his
performance. The period of active service during which high
qual ity performance should be sustained will vary. Normally,
the mninmm period should be longer for higher grade |evels
which require as normal a nore conplex |evel of perfornance
than for those conposed primarily of routine tasks wth short
work schedules. Generally high "quality performance should have
been observed for at least six nmonths ‘at the current grade,
what ever the position.
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The high quality performance gives promse of continui n% (i.e.,
has not been on, a special assignment of work situation but is
of such a nature as well as duration that, on the basis of past
experience, it may be expected to continue.

PROCEDURES. Quality Increases may be recomrended at any time the
enproyee meets the high quality performance criteria outlined above,
However, no nore than one Q may be granted to any one enployee
within any 52 week period. A second _quallt%/ i ncrease should not

be granted for identical, or substantially the same |evel of perfor-
mance in the same position as applied in granting the prior increase.
If, however, the performance on which it was based was and has
continued to be so superior that the prior increase was inadequate
recognition, a second quality increase may be recomrended but nust
be adequately justified.

The supervisor has a continuing responsibility for assuring the
effective utilization of his 'enployees. As a part of this respon-
sibility, he nust establish realistic and unbiased job perfornance
requirements and be aware O their level of performance at all tines.
To identify and evaluate high qualllté}(/ performance, it isS necessary
to conpare actual performance again& the normal performance require-
nents of the position. Quidance in establishi ng erformance require-
nents are provided in Exhibit X531-5-1 (HEW an apter I, Quide 2,
Hﬁ/\_/ Pegrsonnel Quides for Supervisors. (Should be available in every
of fice).

Be brief and factual in your reconmendation. Preparation of the
narrative statenent does not and should not require special witing
expertise, lengthy narrative or extensive and elaborate paperwork.

A List only the major position functions. Do not cite the entire
positron -description, however a copy should be attached to the
narrative. ltem Zln?' each of the mgjor functions may help you
to develop nore explicit and realistic performance requirenents
for each task listed as well as trimmng down unnecessary verbage
in your narrative justification in item™C'. (Form HEW581).

B. Describe only the Normal Position requirenents for each of the
mgjor duties listed tn rtem "A"." Do not show only special skills

and qualifications needed to acconplish the task;- - "nust be
an expert..." "nust possess expertise...", "nust have broad
know edge of...", or “nust be able to interpret policies, etc...",

but do show when deadlines are net and how well, how nuch is
expected, result expected, etc.
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Expl ai n as concisely as possible how the enpl oyee's performance'

of the MAJOR duties of the position described in item"A" sub-
stantially exceeded the nornmal performance requirenments. Avoid
vague and general statenents, such as: "...has continuously
denonstrated the highest quality of performance, foresightedness
and initiative...". These attributes do not in thenselves provide
an adequate basis for determning high quality performance unless
it can be explained how the enpl oyee has applied themin specific
work acconpl i shnents.

Supervi sors- shoul d not expect an enployee to performhis norma
tasks in a superior manner, as often is inplied in recomendations,

such as:  "nust possess expertise" or "nust be an expert."
Setting such standards appear too high and restrictive to be
r easonabl e. It is highly unreasonable to expect an expert to

exceed the superior performance expected of him and much nore
difficult, to evaluate his performance fairly for a Qality

I ncrease. However, if such a standard has been nutually agreed

to by both the supervisor and the enpl oyee and the enployee has
consi stently exceeded these perfornmance requirenents, he/she should
be considered for an appropriate dash award or be nom nated

instead for an honor award. Such contributions signify a |eve

of achievenent so exceptional that it is certainly deserving of
recognition through the Incentive Awards system The Area Personnel
Oficer or Admnistrative Oficer, IHS will provide assistance on
how to proceed,

7. CASH AWARDS.

A

Intangi ble Benefits. In some cases where conditions for a
qual ity increase have been net, special circunstances may
make recognition by incentive award nore appropriate, for
exanpl e:

(1) Wen an enpl oyee woul d receive the increased salary rate
for only a short tine because of inmminent retirenent.

(2) Where an enployee is at the top of his/her grade.

(3) For an enpl oyee whose contribution is so great that a
cash award is nore suitable. (Form HEW171).

(4) Cash Awards given for enpl oyee job performance that
exceeds normal requirements and is sustained over a
significant period of time nmay be in accord with the
following scale
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Ceneral Schedule G ade Average Range
1 -4 $100 - 150
5 -8 150 - 200
9 - 11 200 i 250
12 -13 250 - 300
14 - 18 300 - 350
B. Tangible Benefits. An enployee may be granted a cash award
for a contrrbutron that exceeds#o requirements and that
results in tangible benefits. he amount of the award is
based on the estimated net nmoney benefit for the first year
the contribution is used.
Tangi bl e Benefits Amount _of Award
$250 - $1,000 M nimum award in accord wth
agency pl an, SI us $5 for each
additional $50 of tangible
benefits, or fraction thereof,
above the mninmum benefits
required by agency plan.
$1,001 - $10,000 $550 for the first $10,000
in benefits E)I us $5 for each
addi tional $200 or fraction
t her eof .
$20, 001 - $100, 000 $800 for the first $20,000 in
benefits plus $5 for each
additional $1,000 or fraction
t her eof .
$100,000 or nore $1,200 for the first $100,000
in benefits gl us $5 for each
addi tional $5,000 or fraction
t her eof .
c. Cash Awards will be the appropriate recognition in situations

where quality increases are inapplicable.

1) For a high
()of Iimteg

(2) For recognition of group achievenent.

Exanpl es are:

qual ity performance in special work situations

duration.

(3) Where enployees are not subject to the Classification Act,
(Wage Board enployees).
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Performance-that does not neet all the criteria for a Q
but does significantly exceed job requirenments in one or
nmore inportant functions of his position

For special act or service of a non-recurring nature, e,g.
exenplary or courageous handling of an energency situation
in the public interest.

tained superior performance during a given period will not

‘eive simultaneous recognition by a Quality Increase and a

h Award. In unusual circumstances, however, an employee-
receive both a QI and a Cash Award for a special act or

vice or unusually valuable contribution made during the

€ period, such as: Original development of a product or

or improvement in methods, procedures, principles benefiting
Program, the public and/or the Government on a very broad

National level. e g 7
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